AP3 — VIEW AND CORRECT VOUCHER BUILD ERRORS

Activity: Daily Process to View and Correct Errors
Module: Accounts Payable(AP)
Roles: AP Processor

AP Maintainer



View and Correct Voucher Build Errors (cont’d)

The Voucher Build Error Detail page is used to view voucher build errors. Departments should run
this process daily to view and correct errors on a timely basis. The AP Processor and AP Approver
will view and correct errors using the following steps.

1 — Navigate to Accounts Payable>Vouchers>Maintain>Voucher Build Error Detail

2 — Enter your Business Unit and click Search

1 Accounts Payable = > Vouchers - > Maintain = > Voucher Build Error Detail

Voucher Build Error Detail

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

= Search Criteria

Business Unit: = ¥ 8280 Q
Voucher ID: begins with

TSE Run ID: = L

Origin: begins with

Control Group ID: beginswith

Vendor ID: begins with

Buying Agreement ID:| pegins with »

Invoice Number: begins with

Invoice Date: = v =]
Voucher Source: = v v

Case Sensitive

Search Clear |Basic Search Save Search Criteria
o
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View and Correct Voucher Build Errors (cont’d)

The Search Results will display on the bottom. Click on the Voucher ID that you are correcting to
see details of the voucher error. See next page

Accounts Payable = > Vouchers = > Maintain ~ > Voucher Build Error Detail

Search Clear Basic Search u Save Search Cntena

Search Results

View All

Business Pnit Voucher ID §SE Run ID Onigin Control Group ID Vendor ID Buying Agreement 1D Invoice Number Invoice Date Gross Invoice Amount
00003431 448295 EXV (blank) 00000 (blank) TEADO1129573 03/18/2016 427 28

00003432 448295 EXV (blank) EMP 1232590 (tlank) TEAD01130747 03/18/2016 98.9

8860

8860
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View and Correct Voucher Build Errors (cont’d)

Review the errors and click the Correct Errors link

Accounts Payable = > Vouchers = > Maintain ~ > Voucher Build Error Detail

Voucher Build Error Detail

Ersiness Linit: BRAs0 Vioucher 10 0003434 Correct Emors

Header Ermors

Fiehd Mo Matsage
N Vendor I TSE Promgh lable edit; walue not found in prompt takls
Vendor Lacatson TSE Profmgt table adt; value not found in prompt Lakde
- I T
Irvoec e Line Ermors Personalize | Find | View All | & | First Bl 1 of
Limis Fiahfl Hamig Lbe 350056
&\ Retum to Search | o1 Pres List  +] MNextinList | [&) Notify

Prepared by Department of Finance, Fiscal Systems and Consulting Unit



View and Correct Voucher Build Errors (cont’d)

Update the fields corresponding to the errors identified in the previous step. Typically,
the Vendor ID is missing and needs to be identified and added.

Accounts Payable ~ » Wouchers = > Maintain ~ > Woucher Build Error Detail  » Quick Invoice Entry
Quick Invoice *Invoice Number: TEADO1129573
Business Unit: 8860
. i : 03/1872016 "
Voucher: 00003431 Invoice Date: 872 "
Accounting Date: 03/18/2016 "
Voucher Style: Regular uniing = B
*Build Status: Error v Prepaid Ref: Auto Apply
Vendor: 00000 Q | Invoice Address: Q
Location: MAIN Q Remitting Addr: Q
]
Line Amount: 42728 Control Group: Q
Misc Amt: 0.00 Terms: Q
Freight: 0.00 Currency: UsD Q
Sales Tax; | 0.00 /I Tax Exempt
Total: 42728 Fetch Voucher Lines
. 1
Difference: 0.00 From Voucher Line:
To Voucher Line: 1
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View and Correct Voucher Build Errors (cont’d)

Correct the Vendor and Location information

Accounts Payable ~ » Wouchers = > Maintain ~ > Woucher Build Error Detail  » Quick Invoice Entry
Quick Invoice *Invoice Number: TEAQOT129573
Business Unit: BB60
‘Invoi : 0382016 [in
Voucher: 00003431 Invoice Date: =
. i r— .
Voucher Style: Regular Accounting Date e =
*Build Status: To Buid - Prepaid Rel. | Buto Apply
- STEVE BACKLUHD
Vendor: EMP1012058 o] Invoice Address: 1 o g48 | T EL &
Location: LI o Remitting Addr: 1 3 SACRAMENTO
CA LSA 95814
Line Amount: 42728 Control Group: Q
Misc Amit 0.ao Taerms: ':1
Freight: 0.00 Currency: S0 Q,
Sales Tax: 0.00 | Tax Exempt
Teal: 42728 Felch Voucher Lines
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View and Correct Voucher Build Errors (cont’d)

After correcting the vendor information, change the Build Status to “To Build” by
selecting from the dropdown list of values

Accounts Payable ~ » Wouchers = > Maintain ~ > Woucher Build Error Detail  » Quick Invoice Entry

Quick Invoice

i . ‘Invoice Numbser: TEAIO1129573
Business Unit: 260
*Invai - 03182016 n
Voucher: 00003431 nvaice Date -
Accounting Date: 138216 [T
Voucher Styhe: Faegular g — -
*Build Status: To Build - Prepaid Ref. furto Apply
— . _ STEVE BACKLUND
Vandaor: EMP1012058 2 Invoice Address: 1 & 1 918 L BT FL &
Location: WLEEH Q. Remitting Addr: 1 3  SACRAMENTO

CA USA 95814
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View and Correct Voucher Build Errors (cont’d)

Change the Build Status to “To Build” , step 1
Add Vendor ID in Vendor field, step 2

Click Line Details, step 3
Save, step 4

Accounts Payable -~ > Youchers = » Maintain = » Voucher Build Error Detai » Quick Invoice Entry

Quick Invoice

*Invoice Number:

TEADDI129573

Business Unit: 8260
“Invoi : R E R Rl T
Voucher: 00003431 nvoice Date L1
Accounting Date: 03MB216 [y
Voucher Stybe: Hegular g =
*Build Status: 1 To Build - Prepaid Hel. ! Auto Apply
- ESTEVE BACKLUHD
Viendor: EMP1012058 % ] Invaice Address: L L% 815 | ST FL &
Location: M @ | Remiting Addr: L @, SACRAMENTO
CA LSaA  S5814
Paymients

Line Amount: 42728 Control Group: Q gf.:::gg Eg?;gi Default

Misc Amit: 0.00 Taxrrms: G,, Rewiew Eirors

Fraight: 0.00 Curmency: U0 Q

Sales Tax: 0.0 ¥ Tax Exempt

Toual: 42728 Fetch Voucher Lines

Differemoe: 0.00 From Voucher Line: 1 3 Line Dwtails

To Voucher Line: i S [« WIT [T

B Copy Fram Sowrce Document

b Voucher Build Association

B S=e L] Retumto Search  |[5] Motify | 5 Refresh
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